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example memorandum for record army is a crucial document used throughout the
United States Army to record official decisions, events, and actions taken
during daily operations. Understanding the memorandum for record (MFR) is
essential for military personnel, administrative staff, and anyone involved
in Army documentation. This article provides a comprehensive overview of what
a memorandum for record Army example looks like, its proper format, key
components, and best practices for drafting effective MFRs. Readers will
learn why MFRs matter, when they should be used, and how to ensure compliance
with Army writing standards. The article also covers common mistakes to avoid
and offers a detailed sample for reference. Whether you are a new soldier,
seasoned officer, or administrative professional, mastering the MFR can
enhance efficiency and accountability in Army operations. Continue reading to
discover everything you need to know about the example memorandum for record
Army, including actionable tips and a sample template.
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Understanding the Memorandum for Record in the
Army

The memorandum for record (MFR) is a vital tool within Army administrative
procedures. It is an official memorandum used to document information,
decisions, or actions that do not require external correspondence. Army MFRs
serve as a permanent written record that can be referenced in the future,
ensuring accountability and clarity in operational matters. The MFR is used
across all levels of Army leadership and administration, providing a reliable
way to capture details that might otherwise be lost. Familiarity with the
example memorandum for record Army is fundamental for all personnel, as it



ensures consistency and adherence to Army writing standards.

Key Purposes and Uses of Memorandum for Record

In the Army, the memorandum for record serves multiple purposes, helping
units and individuals maintain organized documentation. The MFR is commonly
employed when a formal record of an event, decision, or action is needed but
does not require distribution outside the organization. It is especially
useful for documenting meetings, training sessions, operational decisions, or
informal agreements.

Recording details of official meetings and briefings

Documenting verbal orders or instructions

Summarizing incidents or events for future reference

Providing evidence of compliance with regulations

Supporting personnel actions, such as counseling or evaluations

By utilizing the memorandum for record Army example, units can ensure that
important information is captured accurately and consistently, reducing the
risk of misunderstandings or loss of critical data.

Essential Components of an Army Memorandum for
Record

A well-crafted Army memorandum for record contains several key elements that
ensure clarity, professionalism, and compliance with Army writing standards.
Adhering to these core components is essential for creating an effective MFR.

Heading and Office Symbol

Every Army MFR begins with a standardized heading that includes the office
symbol, the date, and the recipient. The office symbol identifies the
originating unit or office, ensuring traceability within Army records.



Subject Line

The subject line provides a concise summary of the memorandum's topic. It
should be brief yet descriptive enough to allow quick identification of the
document's purpose.

Body of the Memorandum

The body contains the main content, including details of the event, decision,
or action being recorded. It should be organized logically, using clear
paragraphs and language appropriate to the audience.

Authentication and Signature Block

The MFR concludes with the name, rank, and position of the authorizing
official. This authentication validates the document and establishes its
official status within Army records.

Formatting Guidelines for Army MFRs

Adhering to formatting standards is critical when preparing an Army
memorandum for record. The Army follows specific guidelines that promote
uniformity and professionalism in all official documents.

Standard Formatting Rules

Use plain white paper, typically 8.5 x 11 inches

Margins should be one inch on all sides

Font should be Times New Roman, 12-point size

Single-space paragraphs with double-space between sections

Align text to the left; do not justify

Office symbol, date, and subject line must be clearly labeled

Following these formatting rules ensures that your memorandum for record
meets Army standards and is easily understood by recipients and reviewers.



Language and Tone

Army MFRs require clear, concise, and professional language. Avoid jargon,
slang, or ambiguous terms. Write in the active voice and use short, direct
sentences to convey information efficiently. The tone should be factual and
objective, focusing solely on the information at hand.

Step-by-Step Example Memorandum for Record Army

Reviewing a sample memorandum for record Army can help clarify the structure
and content required. Below is a generic example illustrating how to draft an
effective Army MFR.

1.
Office Symbol

(e.g., ABCT-OPS)

2.
Date

(e.g., 25 June 2024)

3.
MEMORANDUM FOR RECORD

4.
Subject: Record of Battalion Training Meeting, 25 June 2024

5.
Body:

On 25 June 2024, the 1st Battalion conducted its monthly training
meeting at Building 12, Fort Bragg, NC. Attendees included the Battalion
Commander, Executive Officer, S3 (Operations Officer), and all company
commanders. The meeting covered the following topics:

Review of previous training objectives and results

Planning for upcoming field exercises

Personnel updates and administrative changes

Safety briefings and risk assessment procedures



Action items were assigned to company commanders, with follow-up
required by 30 June 2024. This memorandum serves as the official record
of the meeting and associated decisions.

6.
Authentication:

JOHN A. DOE

LTC, IN

Battalion Commander

This example can be adapted to a variety of Army documentation needs,
ensuring proper structure and detail.

Common Mistakes and How to Avoid Them

Even experienced Army personnel may overlook details when drafting a
memorandum for record. Ensuring accuracy and consistency is essential for
maintaining the integrity of Army records. Common mistakes include omitting
key information, using improper formatting, or employing unclear language.

Leaving out the date, office symbol, or subject line

Using vague or ambiguous statements

Failing to provide authentication or signature block

Ignoring Army formatting guidelines

Including irrelevant or excessive information

To avoid these errors, always use a checklist before finalizing your
memorandum for record. Review Army writing guides and ensure each component
is present and correctly formatted.

Best Practices for Writing an Effective Army



MFR

Producing a high-quality Army memorandum for record requires attention to
detail, adherence to standards, and clear communication. By following best
practices, you can ensure that your MFRs are both effective and compliant.

Plan Before You Write

Outline the key points and information to be included. Organize your thoughts
logically to avoid missing important details.

Use Templates

Utilize approved Army templates for memorandums to maintain consistency.
Templates provide a reliable framework and reduce the risk of formatting
errors.

Review and Proofread

Carefully review your memorandum for completeness and clarity. Proofread for
grammar, spelling, and formatting issues before submitting or filing.

Store and Distribute Properly

Ensure that MFRs are stored in accordance with Army records management
policies and distributed to relevant personnel as required.

Frequently Asked Questions About Army
Memorandum for Record

Understanding the example memorandum for record Army can raise questions
about its format, purpose, and requirements. Below are answers to common
questions to further clarify the process.

Q: What is a memorandum for record in the Army?
A: A memorandum for record (MFR) is an official document used to record
events, decisions, or actions that do not require external correspondence. It



serves as a permanent record within Army files.

Q: When should an Army MFR be used?
A: Army MFRs should be used to document meetings, verbal orders, incidents,
or decisions that need to be officially recorded for future reference but do
not necessitate communication outside the organization.

Q: What are the required components of an Army
memorandum for record?
A: Essential components include the office symbol, date, subject line, body
content, and authentication/signature block. Each element ensures clarity and
compliance with Army documentation standards.

Q: Can I use a template for my memorandum for record
Army example?
A: Yes, using official Army templates is recommended to maintain consistency
and adhere to formatting requirements.

Q: Who can sign a memorandum for record in the Army?
A: Typically, the authorizing official or individual responsible for the
event or decision being recorded signs the MFR. The signature block should
include their name, rank, and position.

Q: What are common mistakes to avoid when drafting
an Army MFR?
A: Common mistakes include missing essential components, improper formatting,
unclear language, and failure to authenticate the document.

Q: How should Army MFRs be stored and distributed?
A: MFRs should be stored in accordance with Army records management policies
and distributed to relevant personnel or filed for future reference.

Q: Is an Army memorandum for record considered an
official legal document?
A: Yes, an MFR is an official document and can serve as evidence or record in
administrative or legal proceedings within the Army.



Q: What font and spacing should be used in an Army
memorandum for record?
A: The standard font is Times New Roman, 12-point size, with single-spaced
paragraphs and double spacing between sections.

Q: Where can I find additional guidance on writing
Army MFRs?
A: Guidance can be found in Army writing guides, administrative regulations,
and official training resources provided to Army personnel.
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invaluable for tracking progress, recalling details, and ensuring accountability.

Key Components of an Effective Example Memorandum for
Record Army

A well-structured MFR contains several key elements, ensuring clarity and ease of access to the
information. While there isn't a rigidly defined template, certain components are essential:

#### 1. Heading and Identification:

Date: Clearly state the date the MFR was written.
Subject: A concise and descriptive subject line summarizing the MFR's content. Be specific! Avoid
vague titles.
To: Your supervisor's name and rank. Sometimes "For the Record" is added.
From: Your name and rank.

#### 2. Detailed Narrative:

This section forms the core of your MFR. It should include all pertinent information, presented in a
clear, chronological, and objective manner. Be mindful of the following:

Accuracy: Ensure all facts are accurate and verifiable.
Objectivity: Avoid personal opinions or biases. Stick to the facts.
Clarity: Use plain language, avoiding jargon unless the recipient is expected to understand it.
Completeness: Include all relevant details, even seemingly minor ones that could become significant
later.

#### 3. Action Items (If Applicable):

If the MFR documents a meeting or decision leading to specific actions, clearly outline those actions,
including who is responsible and any deadlines.

#### 4. Attachments (If Applicable):

If supporting documentation, such as emails, photos, or other relevant materials, is needed to
provide context, list them as attachments.

Example Memorandum for Record Army: A Practical
Illustration



Let's consider a scenario: A meeting was held to discuss the deployment of new communication
equipment. Here’s an example of how an MFR documenting this meeting could look:

MEMORANDUM FOR THE RECORD

Date: October 26, 2023
Subject: Meeting Regarding Deployment of New AN/PRC-167 Radios
To: CPT John Smith
From: SGT Jane Doe

This memorandum summarizes the meeting held on October 25, 2023, at 1400 hours in Building
201, Room 102, to discuss the deployment of the new AN/PRC-167 radios to the 1st Platoon.
Attendees included CPT John Smith, SGT Jane Doe, PFC Robert Brown, and SPC Emily Green.

The primary discussion focused on the logistical challenges associated with the deployment,
particularly regarding training and maintaining adequate battery supplies. CPT Smith outlined the
training schedule, with initial training set for November 5th, followed by refresher courses
throughout November and December. SGT Doe volunteered to coordinate the battery supply chain,
confirming the availability of batteries from the central supply depot. PFC Brown raised concerns
regarding compatibility with existing communication infrastructure, which were addressed by SPC
Green's explanation of the system’s adaptability.

Action items resulting from the meeting include:

SGT Doe to coordinate battery supply chain by November 1st.
CPT Smith to finalize the training schedule and disseminate it to all personnel by October 27th.

Attachments: None

Best Practices for Writing Effective Army MFRs

Use clear and concise language. Avoid ambiguity.
Maintain a professional tone. Avoid slang or informal language.
Proofread carefully. Errors undermine credibility.
Keep it factual. Avoid speculation or opinions.
Save a copy for your records.

Conclusion

The Army Memorandum for Record is a powerful tool for documentation and record-keeping. By
understanding its purpose and mastering the essential components outlined above, you can



effectively utilize this instrument to ensure clear communication and accountability within the
military system. The example provided serves as a practical guide, facilitating the creation of
accurate, comprehensive, and readily understandable MFRs. Remember, accuracy and attention to
detail are paramount.

FAQs

1. Is an MFR legally binding? No, an MFR is not a legally binding document in the same way a
formal contract or order is. Its primary purpose is internal record-keeping.

2. Can I use an MFR to report misconduct? While you can document observations in an MFR, it's not
the appropriate channel for reporting misconduct. Use the established chain of command and formal
reporting procedures.

3. How long should an MFR be? Keep it concise and focused. Length should be proportionate to the
event or information being documented.

4. What format should I use for an MFR? While there isn't a rigid format, the example provided
offers a solid structure to follow. Consistency is key.

5. Are there any specific security considerations for MFRs? Yes. Ensure you adhere to all applicable
security protocols regarding classification and handling of sensitive information, depending on the
content of the MFR.
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